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Oﬂice Memorandum - vxitep sTATES GOVERNMENT
TO ¢ Chief, Intelligence School DATE: G September 1958

FROM : (Chjef, Clerical Training

suBJect: Veekly Report No. 35, 3 - 8 Septembér 1958. ( .
1. Tutorial Teaching in Clerical Refresher Training. It wa

found necessary by the Office of logistics that two of their men/be

trained at a typewriter to facilitate their operating a teletape

setter (keyboard the same as a typewriter except for the fringe keys).

Consequently, Clerical Refresher Training is giving basic instruction
on the touch system of typing to these individuals.

2. Numbers in Clerical Induction Training. During the week
of 2 September 1958 there were 88 people in Clerical Induction Train-
ing. Of those, 19 entered for the first time.

3. Numbers in Clerical Orientation Training. During the week
of 2 September 1958 there were 35 people in Clerical Orientation.

L. Results of Official Agency Testing Administered by Clerical
Induction. The results of the tests administered to the entrance-
on~duty employees for the week of 3 September 1958 were as follows:

Tested Qualified
Shorthand 3 1
Typewriting 8 L

5. Clerical Training Staff Member on Sick leave. Miss[ ] 25X
25X1 [} Training Assistant, was hﬁe on _sick leave the entire week

ef 2 September 1958. a’% ! Ez { "01’} ez ! . % "
’ 7
6. Instructor Attendd Lectures. n an attempt to survey the

entire orientation program, as it is now being presented to clerical
25X1 employees, Mrs. [ ]is auditing those portions conducted by other
than the COT staff. ILast week she audited the communism lectures given
by SIC to clericals, and on 8 September she audited the Agency orienta-
tion briefing given by Mr.| . Plans have been made for her to 25X
25X1 audit Mr.| becurity briefing on 15 September.
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N0 CHANGE in Class.
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